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AP230

AP230 Creating and Maintaining Recurring Voucher Contracts

Course Overview

The GEARS Payables application allows the Judiciary to make regular, recurring payments. As
with all invoices, these regular invoices require vouchers for payment. A recurring voucher
contract is a template to create vouchers.

The AP230 Creating and Maintaining Recurring Voucher Contracts course discusses how to
create recurring voucher contracts for rental / lease agreements in GEARS.

Course Outline
The following sections and lessons provide information and step-by-step instructions on:

e Course Audiences and Prerequisites
e Lesson 1: Managing Voucher Contracts
e Course Summary
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Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

o District Court - Headquarters
e AOC Department of Budget and Finance (DBF)

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e AP Supervisor

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e AP100 Understanding GEARS Payables
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Understanding Procure to Pay

What is Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services
o perform 2-way or 3-way matching validation among receipts, purchase orders, and
invoices

e and allow the user to view related documents and transactions across the entire procure-
to-pay process chain
How Does GEARS Manage All of the Data for these Transactions?

As the two modules work together, you may wonder how the data is managed. GEARS utilizes
Informational Hierarchies. The Informational Hierarchy consists of the following:

-7
e
N

Vendor

Voucher

Business Unit
Voucher Origin
Control Group
Vendor
VVoucher

Each Business Unit acts as a separate area of control, representing an independent processing
entity. For all Judiciary wide transactions, your business unit is MDJUD. The Voucher Origin is
a designation to identify where the voucher data originated. The most commonly used origin is
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Online which is noted as ONL. This identifies that the vouchers was entered online and directly
within the Accounts Payable module. The Control Group acts just as its name states. It allows
control and management over an entire group rather than individual parts that make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
another company (in this case the Judiciary). Finally, the Voucher is an electronic accounting
document produced after receiving a vendor invoice. It represents an internal intent to make a
payment to the vendor for goods and/or services for the amount due as noted on the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It is a central, comprehensive data base file maintained by the Department of
Systems and Fiscal Compliance (DBF) that contains information about vendors used to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher types that you may need to be able to recognize. They are:

e Direct Voucher: This is no source document.

o Standard Receipt Voucher: These are vouchers that require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchers that require a match to a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The steps are to:

Access the Voucher component.

Search / Select an approved Vendor.

Create vouchers online.

View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that you order and receive. The following is a quick look
at 3-way vs. 2-way matching.
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Quick Reference

3-Way Matching vs. 2-Way Matching

3-Way Matching

2-Way Matching

Matches:

* Purchase Order

* Receipt (Receiving Report)
* Vendor's/ Supplier Invoice

Matches:
* Purchase Order
* Vendor’s/ Supplier Invoice

Commonly used for any goods or services
that have been delivered or rendered and
a receipt has been processed withinthe
system.

Commonly used for nan-item purchases
for which there are no receipts that can be
processed within the system,

» Qffice Supplies
* Furniture
* Computers

* RepairServices
* Rent/Lease Agreements
* Maintenance Contracts

Page 5



Training Guide i GEARS
AP230 _Creatlng and Mamtammg QQ General Enterprise And Resource Support
Recurring Voucher Contracts

What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the voucher.
e lse the online voucher pages

v

Run the Budget Checking Frocess.
s This process defermines whether funds exisi fo cover the cost of the invoice

v

Fun the Matching Process.

*«  This process defermines whether the aoprooniate source aocuments and uni price malch the
detalls of ihe invoice.
o Maiching and Buaget checking is required prior fo approval

v

Approve the voucher.
o The voucher can require approval by vour ilernal superisor.

h 4

DBF the Reviews and Validates the voucher.

v

The voucher information and corresponding
documentation are sent to GAD for final processing by the
State of Maryland.

v

GAD sends back the Warrant/Payment information within
2-30 days.
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The Structure of a Voucher
A voucher consists of (3) basic elements:

e Header: The Header contains high-level information about the transaction.

o Line: Line level information details the goods or services being purchased.

o Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking

You can budget-check individual vouchers when you create them online, or you can budget-
check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.
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Lesson 1: Managing Voucher Contracts

Lesson Overview:

In the course of paying obligations, the Judiciary sometimes makes recurring payments. You can
save time by creating recurring voucher contracts for vouchers that are paid repeatedly. Items
such as rent and lease payments are often made to the same vendors for consistent amounts.
Contract voucher releases are staged to create the vouchers to make repeated payments. Contract
voucher releases for recurring voucher contracts are the association of contracts with voucher.
After a recurring voucher contract is established with releases the subsequent voucher releases
are created through the VVoucher Build process.

In this lesson, you will learn how to create a recurring voucher contract, stage voucher releases
and close a voucher contract, when the contract is no longer needed.

Lesson Objectives:
After completing this lesson, you will be able to:

o Create recurring voucher contracts and stage voucher releases
o Close a voucher contract
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1.1 Creating Recurring Voucher Contracts
When establishing recurring voucher contracts, you must specify the vendor, voucher line, and

Chartfield distribution (accounting) information for a recurring voucher. You must also define the
contract information, including the start date, an optional end date, voucher release schedules, and
gross amounts.
NOTE: Each vendor can have one or more voucher contracts.
After completing this topic, you will be able to:

o Create a recurring voucher contract

e Specify required contract elements

e Stage voucher releases
Procedure

In this topic, you will create a recurring voucher contract.

Step Action

1. Begin by navigating to the Contract Entry - Contract page.

Click the Supplier Contracts menu link.
|Supplier Contracts|

Click the Create Contracts and Documents link.

Click the Contract Entry link.
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Favorites  Main Menu > Supplier Contracts > Create Contracts and Documents »  Contract Entry

Contract Entry

Find an Existing Value .' Add 3 New Va ‘».‘

Home | Workist | MutiChannel Console |  Add to Favorites |

Sign out

& New Window  ? Help o5, hitp

SetiD:

SHARE|Q
NEXT

Contract Process Option:| General Contract

Contract ID:

Add

Find an Existing Value | Add a New Value

Step Action

Verify he following:
- the SetID field displays "SHARE"
- the Contract ID field displays "NEXT"

the contract ID.

The Contract Entry search page displays.

NOTE: The Contract ID should always be "NEXT" to allow the system to generate

Click the Contract Process Option list.
General Contract

-
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Home |

Workist |

Favorites  Main Menu > Supplier Contracts > Create Contracts and Documents »  Contract Entry

Contract Entry

Find an Existing Value Add aNew Value

SetiD: SHARE Q
ContractID: NEXT
Contract Process Option:| General Contract -
General Contract
Prepaid Voucher
Prepaid Voucher wl Advance PO
| Ada | Purchase Order

Recurring PO Voucher
Recurring Voucher

Release to Single PO Only

Find an Existing Value | Add a New Value

dutiChannel Console | Addto Favorites | Sign out

ENew Window  ? Help B} hitp

Action

Select the Recurring Voucher list item.

Click the Add button.

Home |

Worklist |

Favorites = Main Menu > Supplier Contracts > Create Contracts and Documents » Contract Entry

Contract Entry

I NewWindow 7 Help [ Personalize Page [Bihtp *

MultiChannel Console |  Addto Favorites | Sign out

Add Comments

Process Option: Recurring Voucher

Vendor: Q yendor Search Conlract Adlies

wvendor 0: T a Primary Contact Info
endoriD: Confract Header Agreement

“Begin Date: 120012 B Conlract Releases

Expire Date: E

Renewal Date: )

Currency: USD|Q [CRRNTI Maximum Amount:

Primary Contact: Q Line ftem Released Amount:

Vendor Contract Ref: Category Released Amount:

Contract
................... Contract Version
SetiD: SHARE  Eopy From Coniracs
Contract ID: NEXT : 1 Status: Current
*Status: open - Approval Due Date: a1
Administrator/Buyer: Q |AddiaBosumentss|

Amount Summary

n

Activity Log
Document Status
Thresholds & Mofifications

000 usD

0.00
0.00
0.00
0.00

Description: ‘Open item Released Amount:
Master Contract ID: a Total Released Amount:
Tax Exempt

invoice Number: Gross Amount:
AP Business Unit: Q Freight Amount:
Accounting Template: Q Sales Tax Amount:
Payment Terms ID: Q VAT Amount:

Basis Date Type: - Misc Charge Amount:

Miscellaneous Charges
Ratantinn

~ Voucher Contract Options

0.00 USD
[ oo
[ oo
[ oo

0.00

<1 i
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Step Action

8. The Contract Entry - Contract page displays.

Click the Look up Administrator/Buyer button.

? Help

Look Up Administrator/Buyer

Buyer: begins with = [

Name: begins with = [

LookUp || Clear | Cancel |Basiclookup
Search Results

ew 100 First [] 18 ofs [3] Lasf

Buyer Name
APFEIFER PFEIFER. ANNA
ESTHER BOURYNG (blank)
KJONES JONES, KEVIN
KMOORE MOORE, KELLY.
ames.robers Roberts, James
neil.shahi Shahi, Neil

'#ICRowD’);

Step Action

9. The Look Up Administrator/Buyer page displays.
Click a buyer link to select a buyer.
10. Enter/select a vendor in the Vendor ID field.
11. Enter the contract start date into the Begin Date field. For example,

enter "12/20/2012".

12. Enter the contract end date into the Expire Date field. For example, enter a valid
value e.g. "12/20/2013".

13. Enter the desired information into the Renewal Date field. For example,
reenter "12/21/2012".

Page 12



QOG GEARS Training Guide

,_,Q General Enterprise And Resource Support

AP230 Creating and Maintaining
Recurring Voucher Contracts

Step

Action

14.

Use the Maximum Amount field to enter a value that specifies the total amount this
contract should not exceed. The total released amount of all lines plus the amount
released for open items must not exceed this amount.

For example, reenter the Maximum Amount of "5000".

| .oo|

15.

The gross amount of the vouchers released is entered into the Gross Amount field.
The total of voucher lines on each voucher release equal the Gross Amount.

Enter the release amount into the Gross Amount field. For example, enter "416.67".

16.

Use the AP Business Unit field to enter the GEARS Payables voucher contract
business unit for the vouchers. Only lines with distributions defined on the Voucher
Distribution Information page that match this business unit can be released.

Click the Look Up AP Business Unit button.

Look Up AP Business Unit

SetiD: SHARE
AP Business Unit: begins with ~ |

|- LookUp- | Glear | Gancel- |Basic Lookup

'#ICRowl);

Step

Action

17.

The Look Up AP Business Unit page displays.

Click the MDJUD link.
HDI00

18.

Click the Look Up Accounting Template button.
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Look Up Accounting Template
SetiD: SHARE
Accounting Template: begins with ~

[ Lookup | Glear | Gancel EasicLoviup

Search Results

aw 100 First [q] 1011 [3] Las
STANDARD JUD Accounting Entry Template|

X' GEARS

o

General Enterprise And Resource Support

Step Action
19. The Look Up Accounting Template page displays.
Click the STANDARD link.
S TANDARD
20. Click the Look Up Payment Terms ID button.
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Look Up Payment Terms ID
IS’:;jI:;ntTen“sID: begins with ~ \SHARE
[ LookUp | Giear || Cancel |gasic L oakuo
Search Results
Frt ] 2otz ] Lo
Step Action

21. Use the Payment Terms ID field to enter or select the payment terms expected for
the vouchers corresponding to any purchase orders or vouchers generated from this
contract.

Click the appropriate payment terms link.

22. Use the Basic Date Type list to select what date is used to calculate the voucher due
date and discount due date, if applicable. This is a voucher-related field used in
combination with payment terms.

Click the Basis Date Type list.

23. Click the Acct Date list item.

[Acct Date |
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| WutiChannel Console

Favorites  Main Menu > Supplier Contracts > Create Contracts and Documents »  Contract Entry

GEARS

General Enterprise And Resource Support

*Vendor ID: [526000095 @ HOWARD COUNTY, MARYLAND o St —— IS
"""""""""""""""" Contract Header Agreement
“Begin Date: 12202012 B Contract Releases
Expire Date: 1212012013 Bl
Renewal Date: 122112013 [ Amount Summary
Currency: [uspla, [cRRNTIG Maximum Amount: 5,000.00) usD
Primary Contact: [l Line Item Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open Item Released Amount: 0.00
Master Contract ID: Q Total Released Amount: 0.00 .18
[ Tax Exempt ]
Invoice Number: Gross Amount: 416.67/ USD
AP Business Unit: MDJUD Q Freight Amount: 0.00
Accounting Template: STANDARD | Q Sales Tax Amount: 0.00
Payment Terms ID: NET0O Q VAT Amount: 0.00
Basis Date Type: - Misc Charge Amount: 0.00
Miscellaneous Charges
Retention

Catalog Search Item Search Search for Contract Lines

Lines

£ Order By Amount ' leminformation | Release Amounts | Release Quaniies || Line Groupings | Spend Threshold

Line Item Description UoM  category Merchandise Amt

Include for

e Status
1 B Q 2@ & o Q 416.67| O & R Adtive X EE
View Cateqory Hierarchy Cateqory Search

Pl a5 oy |2 o
|

] 3

Step

Action

24,

In the Lines section, enter the voucher line information

Select the appropriate Item ID. Click the Look up Contract Line Type ID button.

Look Up Contract Line Type ID

Vendor SetiD: SHARE
Vendor ID: 526000095
Item SetiD: SHARE
item 1D: pegins with ~ |

Item Description: begins with + |

LookUp || Clear | Cancel |Basiclookup

Search Results

ew 100 First [q] 10f1 [7] La

... ltem Description
Lease Contract (Yearly Agrmt]
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Step Action
25. The Look Up Contract Line Type ID page displays.
Click the LEASE_YEARLY link.
ILEASE YEARLYM
26. Click the Voucher Distrib button to add accounting information for the line.
217. The Voucher Distribution Information for Line page displays.
You use the Contract Entry - Voucher Distribution Information for Line 1 page
to set up one or more distribution lines for each contract line, based on the AP
business unit. When you release a contract line to a voucher, the system copies
distribution lines to the voucher line.
28. Enter the Program Cost Account into the PCA field. For example, enter "60081".
29. Enter the Fund into the Fund field. For example, enter "0001".
30. Enter the account (sub-object code) into the Account field. For example,
enter "0841".
31. Enter the program into the Program field. For example, enter "B006".
32. Enter the appropriation number into the Approp Number field. For example,
enter "A0006".
33. Enter the appropriation year into the Approp Yr field. For example,
enter "AY?2013".
34. Click the OK button.
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GEARS

Favorites = Main Menu >
venuor:

*Vendor ID:

*Begin Date:

Expire Date:
Renewal Date:
Currency:

Primary Contact:
Vendor Contract Ref:
Description:

Master Contract ID:
‘ax Exempt

Invoice Number:

AP Business Unit:
Accounting Template:
Payment Terms ID:
Basis Date Type:

Catalog Search

Supplier Contracts > Create Contracts and Documents »
e

e e Yenaor searcn

526000095 Q

HOWARD COUNTY, MARYLAND

Contract Entry

Primary Contact Info

[121202012 El

1212012013 [

122112013 [

[usola, [crRRNTQ

[ a
—
)

Q

)

[
MDJUD a
STANDARD @
NETOD aQ

Acct Date -

Item Search

Search for

m Information

lease Quantities |

Confract Header
Confract Releases

Amount Summary
Maximum Amount:
Line Item Released Amount:
Category Released Amount:
Open Item Released Amount:
Total Released Amount:

WutiChannel Console |

Addto Favortes |  Sign out

Thresholds & Notifications

5,000.00 UsD

0.00
0.00
0.00
0.00

~ Voucher Contract Options

Gross Amount:
Freight Amount:
Sales Tax Amount:
VAT Amount:

Misc Charge Amount:

Miscellaneous Charges
Retention

ContractLines

416.67
[ om
[ om
[ om

0.00

usD

Minimum Line

Description P

Groupings ~ Spend Threshold
Maximum ine Released
Amount Amount

Remaining
Amount €41

General Enterprise And Resource Support

[ |LEASE_YEARLY @ | Lease Contract s@

usD

View Category Hierarchy

Category Search

|@ save | [ Notity | [ Reresn |

. Add | ] UpdateDisplay | (5 Correct Histc

iz ctionwrinét

I .

] »

Step Action

35.

Enter the voucher line amount into the Minimum Line Amount field. In this
example, there is one voucher line. Enter a valid value e.g. "416.67".

Favorites = Main Menu >
venuor:

*Vendor ID:
+*Begin Date:

Expire Date:
Renewal Date:
Currency:

Primary Contact:
Vendor Contract Ref:
Description:

Master Contract ID:

Tax Exempt

Invoice Number:

AP Business Unit:
Accounting Template:
Payment Terms ID:
Basis Date Type:

Catalog Search

Suppler Contracts
e

m Information

Home |
> Create Contracts and Documents > Contract Entry

Worklist |

N Venaor searcn
[526000095 @ HiowuARD COUNTY, MARYLAND
[12:202012 [

[120i2013 5

[r2tiz013

[Ustle, [cRRNTQ

Primary Contact Info
Confract Header
Confract Releases

Maximum Amount:

Q Line Item Released Amount:
Category Released Amount:
Open ltem Released Amount:
a

Total Released Amount:

S

Amount Summary

WutiChannel Console | Addto Favortes | Sign out

Thresholds & Notifications

5,000.00 UsD

0.00
0.00
0.00
0.00

~ Voucher Contract Options

’— Gross Amount:
MoiuD ey Freight Amount:
[sTANDARD @ sales Tax Amount:
[NETOD @y VAT Amount:

Acct Date -

Misc Charge Amount:

Miscellaneous Charges
Retention

Item Search Search for ContractLines

Amounts lease Quantites | Line Groupings

Description

* Spend Threshold

416.67
[ om
[ om
[ om

0.00

usD

Minimum Line
Amount

Maximum Line Total Line Released
Amount mount

™ [LEASE_YEARLY Q@ | Lease Contract

= 41667

Remaining
Amount €41

View Category Hierarchy

Category Search

e ) i
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Step Action

36. Enter the desired information into the Maximum Line Amount field. Enter a valid
value e.g. "5000.00".

37. Click the Release Quantities tab.

| Release Quantities ||

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

venuor: [rzeree~es e~ yenqor searcn T T .
Primary Contact Info Thresholds & Nofifications

*Vendor ID: 526000095 Q' HOWARD COUNTY, MARYLAND "
Contract Header

“Begin Date: (12202012 o] Confract Releases

Expire Date: 1212012013 El

Renewal Date: 12212012 5 | Amount Swnanary ]

Currency: USD|Q [CRRNTIQ, Maximum Amount: 5000000 usD

Primary Contact: Q Line Item Released Amount: 0.00

Vendor Contract Ref: Category Released Amount: 0.00

Description: Open Item Released Amount: 0.00 |

Master Contract ID: Q Total Released Amount: 0.00

[ Tax Exempt

~ Voucher Contract Options

Invoice Number: Gross Amount: 416.67/ USD

AP Business Unit: MDJUD Q Freight Amount: 0.00

Accounting Template: STANDARD | Q Sales Tax Amount: 0.00

Payment Terms ID: NETOO Q VAT Amount: 0.00

Basis Date Type: Acct Date ~ Misc Charge Amount: 0.00
Miscellaneous Charges
Retention

~ Confract fems

Catalog Search Item Search Search for Contract Lines

Personaize | Fing | view A1V | 8 Fist Kl 401 O
Details | Order By Amount || llem Information | Release Amounts Line Groupings || Spend Threshold

- - Minimum Line Maximum Line Total Line Released Remaining i
Line ttem Description Quantity Quantity Quantity Quantity uom Remaining Quantity %
1 [ [LEASE_YEARLY Q. Lease Contract @ | 100 | EA 0.00 ] [
View Cateqgory Hierarchy Category Search
B save | [S] Notify | s Refresh Ex Add Update/isplay | [E# Correct Hist—|
< D J »

Step Action

38. Enter the desired information into the Maximum Line Quantity field. Enter a valid
value e.g. "12".

39. Click the_ Save button.

40. Click the Status list.
| - |

41. Click the Approved list item.
Approved

42, Click to the Contract Releases link.
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Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out

Favorites ~ Main Menu > Supplier Contracts > Create Contracts and Documents » Contract Entry
Enewwindow 7 Help & Personalize Page 8 hip

[CIETLUTEE S  Review Releases
SetiD: SHARE Vendor ID: 526000095
Contract ID: 0000000000000000000000005 Current Version: 1 Status: Approved
Expand Al Collapse All Contract Entry
»"Step 1 Specify Contract Lines for Release

Step 2 - Populate Release Template: Step 3 - Stage Releases.
Either (1) automatically create your release schedule by specifying information in Click the Stage Orders button to stage
the Release Defaults and Release Dates seclions and click the Populate button, purchase orders using the information
or (2) manually enter the release schedule information defined in Steps 1and 2

Release Defaults

[ Stage
Release Option: Create Voucher Vendor Loc: 000 @ ail Stop h
MDJUD .
Business Unit: i Q Currency: usD CRRNT Review Staged Releases
Start Date: 1212020125 Repeat on the 15t Day of Every Month starting 12

2012-12-20 until 2013-01-20

“Interval: Honthly A @ until 011202013 [
*0n The: 1)@ 1stDay of @ For
Every: 1/Q Every Month @ Times

Populate

Personalize | Find | View A1 BV | 3 Fist K q o4 I (ot
Currency Rate Type Vendor Loc

& @ |usD CRRNT Q =

Hext Date. AP Unit

B Save Q. RetuntoSearch | | Notity | |4 Refresh

Create Releases | Review Releases

<

Step Action
43. The Contract Releases page displays.

Use the Create Releases page to generate a schedule for the series of purchase
orders or vouchers, and create the releases of the purchase orders or vouchers.

44, Click in the On The field and enter the appropriate information.

If you select the intervals of Weekly or Monthly, use the On The field to indicate

the day of the week or month on which the purchase order or voucher should be
created.

45, Use the Every field to define whether the purchase order or voucher should be

created each year, day, week, or month, or every two, three, four, and so on years,
months, weeks, or days.

Click in the Every field and enter the appropriate information.
46. Click the Populate button.
Populate
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Supplier Contracts > Create Contracts and Documents » Contract Entry

Create Relea Review Releases

Enewwindow 7 Help & Personalize Page 8, hip

SetiD: SHARE Vendor ID: 526000095
Contract ID: 0000000000000000000000005 Current Version: 1 Status: Approved
Expand All Collapse All Contract Entry
»Step 1 - Specify Contract Lines for Release
Step 2 - Populate Release Template Step 3 - Stage Releases
Either (1) automatically create your release schedule by specifying information in Click the Stage Orders button to stage
the Release Defaults and Release Dates seclions and click the Populate button, purchase orders using the information
or (2) manually enter the release schedule information defined in Steps 1and 2

Release Defaults

Stage |
Release Option: Create Voucher Vendor Loc: 000 @ Mail Stop
" MDJUD .
Business Unit: Q Currency: usD CRRNT Review Staged Releases
Release Dates
Start Date: 1212020125 Repeat on the 15t Day of Every Month starting 12
2012-12-20 unil 2013-01-20

“Interval: Monthly - @ unti 0112012013 5

~0n The: 1/Q 1stDayof © For

“Every: Q. Every Month © Times

Popuiate |

Release Template Personslize | Find | Vi A

Hext Date. AP Unit Currency Rate Type

01/01/2013 [ |MDJUD Q usD CRRNT

&) Save & RefumtoSearch | |[Z] Notity | |7 Refresh |

Create Releases | Review Releases

< 1 ] »

Training Guide
AP230 Creating and Maintaining
Recurring Voucher Contracts

Step

Action

47.

Notice that the Release Template grid displays the release you scheduled.

48.

can be staged for approved contracts only.
Stage

Click the Stage button to stage qualifying purchase orders or vouchers. A release

Message

Contract releases successfully staged for 1 release date(s). (10400,508)
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Step Action

49, Click the OK button.

50. Click the Review Staged Releases link.

|Rewiew Staged Releases

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

B New Window ? Help [ Personalize Page (&, hip

Review Staged Releases

=
SetiD: SHARE
Contract ID: 0000000000000000000000005 Version: 1 Status:
Release Type: Voucher
unit MDJUD
Vendor: 526000095 HOWARD COUNTY, MARYLAND Gross Amt: 416,67
Vendor Loc: 000 Misc Charge Amount: 0.00
Invoice: H Freight: 0.00
Invoice Date: 01/01/2013 Acctg Date: 01/01/2013 [ sales Tax Amt: 0.00
Terms: [NET00 | VAT Amount: 0.00
Basis Date Type:  AcctDale ~  Basis Date: [or012013 5 Retention Amount: 0.00 USD

Add Release Comments

Personaize | Fing | View AITEL | 3 st K 401 I Lot

[ e o TR

Merchandise
Line item Description g CurT
1 B LEASE_YEARLY Lease Contract (Yearly Adresem 416.67 USD =1
OK Cancel Refresh
« I v

51. The Review Staged Releases page displays.

The Review Staged Releases grid displays the details of the voucher release(s) you
scheduled.

52. You have successfully completed the Creating Recurring Voucher Contracts topic.
You have learned how to:

- Create a recurring voucher contract

- Specify required contract elements

- Stage voucher releases

- Review staged release schedule

End of Procedure.
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1.2 Closing Voucher Contract
You can close voucher contracts on the Contract Header page, by changing the voucher contract

status to "Closed" and saving the record. You cannot set the status to "Closed" or "Canceled" if
there are open lines or staged releases against the contract.
In this topic, you will close a recurring voucher contract.

After completing this topic, you will be able to:

o Close a recurring voucher contract

Procedure

Once a contract has completed, and no additional extensions have been awarded, the buyer will
close the voucher contract from further releases.

Step Action

1. Click the Supplier Contracts link.
[I- Supplier Contracts |

ORACLE’
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > Supplier Contracts
Suppler Contracts
= i
&@ Supplier Contracts Edit "Supplier Contracts” Folder
Contract Life Cycie activities including Contract Creation, Authoring, Syndication, and Compliance.

reate Confracts and Documents 7, Monitor and Update Agreements Manage Contract Libra
eate and maintain contracts and documents. @ Track contract agreements and deliverables. 2| Creste and maintain elements of contract documents.

= Contract Entry [ Setup Areements = Clauses.
= Document Management = Update Aareement Statuses = Sections
= My Document Preferences =] Update Procurement Info = Document Confiqurators
= Contract Alert Workflow 2lore & More:

Supplier Contracts Setu /7] Search Content @ Renorts

=] Define document authoring slements used throughout this 54 Perform ful text and attribute searches to find specific 2\ Reports used by Supplier Contracts
application content. = Document Status Summary
[ Approvals =l Search Contents =l Document Status Detail
= Groups =] Define Data Object Set = Contract Content Deviations
= Libraries =] Define Search Index 3More.
13 More. SMore

28 Related Links

Syndication and Messaging @Dj
(=] Publish and subscribe contract information with external ttems, Vendors and Purchase Order.

5%| Contract Release Processes
Stage and source contract releases into purchase orders

and vouchers. systems. I Vendor
= Create Contract Releases =] Capture Parent Activity = ftem Cateqories
= Stage Contract POs =] Review Contract Activity = Define kem
=] PO Auto Sourcing =] Review Inbound Exceptions 3 More.
3 More. =] Publish Outbound Wessage

Step Action

2. Click the Create Contracts and Documents link.
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Step Action

3. Click the Contract Entry link.

OoRrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Supplier Contracts > Create Contracts and Documents » Contract Entry
EMew Window ? Help B} hitp
Contract Entry

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

setiD: - - lsmRE Q
Contract ID: beginswith v
Contract Version: = -
Version Status: = -

Contract Process Option: = -

Short Vendor Name: beginswith ~[|Q
Vendor Name: begins with ~ ’70\
Master Contract ID: beginswith ~[ @

[CIcorrect History  [C]Case Sensitive

‘Search Clear |Basic Search [§] Save Search Criteria

. \
javascript: submitAction_wind{decument.wind, FICAdvSearch); |

Step Action

4, The Contract Entry search page displays.

Click the Search button.

5. Select an appropriate Contract ID link.
[0000000000000000000000004
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Home |

Workist | MultiChannel Console |  Add to Favorites |

Sign out

Administrator/Buyer:

Add Comments

Invoice Number:

AP Business Unit MDJUD
Accounting Template: STANDARD
Payment Terms ID: NETOD
Basis Date Type: Acct Date

Process Option: Recurring Voucher Activity Log
Vendor: HOWARDETY-001 Contract Adtivities Document Status
Primary Contact Info Thresholds & Nofifications
Vendor ID: HOWARD COUNTY, MARYLAND
Confract Header
Begin Date: 12012 Contract Releases Current Change Reason
Expire Date: 1211712013
Renewal Date: Amount Summary
Currency: USD  CRRNT Maximum Amount: 500000 USD
Primary Contact: Line ltem Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open Item Released Amount: 0.00
WMaster Contract ID: Total Released Amount: 0.00
[ Tax Exempt | Remaining Amount: 5,000.00
Remaining Percent: 100.00

~ Voucher Contract Options

Gross Amount: 416.67 USD
Freight Amount: 0.00
Sales Tax Amount: 0.00
VAT Amount: 0.00
Misc Charge Amount: 0.00

<

Favorites - Main Menu > Supplier Contracts » Create Contracts and Documents > Contract Entry
FNewWindow ? Help [ Personalize Page Bjnttp =
Contract Entry
Contract
Contract Version
SetiD: SHARE
Contract ID: 0000000000000000000000004 “"Q'EL‘ 1 Status: Current
New Version -
*status: Approved - N Approved Date: 1211712012
PFEIFER, ANNA | AddaDocument |

Step Action

6. The Contract Entry - Contract page displays.

Click the Status list.

| Approved

B

7. Click the Closed list item.

Closed
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kist | MulkiChannel Console |

Favorites  Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

Change Reason

Enter a reason code and comment for making changes that are being tracked.
SetlD: SHARE  ContractID: 0000000000000000000000004

L —
Comment: Took up Reason Code (e

Use Same Reason Code

Ok Canisl | Refesn

-

o

-
&0 New Window ? Help [& Personalize Page G

GEARS

General Enterprise And Resource Support

javascriptipAction_wind(document.wind, CNTRCT_CHRSN_REASON_CDSpr.. | -

Step

Action

The Change Reason page displays.

Click the Look up Reason Code button.

Look Up Reason Code

SetiD: SHARE
Reason Type: Procurement Gontract
Reason Code: begins with +

|
Description:  begins with ~
(“Lookup [ Glear | Gancel. gasiccouo

Search Results

Reason Coe Description

ASSIGNIENT! Assignment of contract
EXTENSION |Extension oftime |
FUNDING  |Addition of funding |
MOD  |Confract Modification |
SCOPE |Addition of scope |
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Step Action

9. The Look Up Reason Code page displays.

Click the FUNDING link.
FUNDIMNG

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

& New Window ? Help [& Personalize Page &, hiip

Change Reason

Enter a reason cade and comment for making changes that are being tracked
SetiD: SHARE  ContractiD: 0000000000000000000000004

Reason Code: [FunDing |@

Comment: - =

[[Juse same Reason Code

OK Cancel Refresh

Step Action

10. Enter the desired information into the Comment field. Enter a valid
value e.g. "Unable to extend lease contract into FY2014."

11. Click the OK button.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Supplier Contracts > Create Contracts and Documents > Contract Entry

Begin Date: 1211712012 Conlract Releases Current Change Reason -
Expire Date: 1211712013
Renewal Date: ittty
Currency: usD CRRNT Maximum Amount: 5,000.00 USD
Primary Contact: Line Item Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open Iltem Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00
[ Tax Exempt Remaining Amount: 5,000.00
Remaining Percent: 100.00 M
~ Voucher Contract Options
Invoice Number: Gross Amount: 416.67 USD
AP Business Unit: MDJUD Freight Amount: 0.00
Accounting Template: STANDARD Sales Tax Amount: 0.00
Payment Terms ID: NET0O VAT Amount: 0.00
Basis Date Type: Acct Date Misc Charge Amount: 0.00
Miscellaneous Charges
Retention

Catalog Search Item Search Search for Contract Lines

@7 Order By Amount\( flem information | Release Amounts | Releass Quantiies | Line Groupings | Spend Threshold

Include for

Line Item Description uom Category Merchandise Amt T Status
1 [ LEASE_YEARLY ;;f‘::ei"e”;{:‘f‘ ey B, Ea CIRCUIT_CT 41667 QO & B3| Active
View Cateqory Hierarchy Calegary Search
|©) save | {4 RetuntoSearch| 5] Previousinlist | 4E] Nextinlist |[=] Notfy | |7 Refresh [Evadd] [Elispssiemispiay] (B Comect st
<1 . J b

Step Action

12. Click the Save button.

13. You have successfully completed the Closing Voucher Contract topic.

You have learned how to:
- Close a voucher contract
End of Procedure.
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Course Summary

N

4
Congratulations!

You have successfully completed the AP230 Creating and Maintaining Recurring Voucher
Contracts course. In this course, you have learned how to:

Create a recurring voucher contract and update with accounting information
Define scheduled dates and stage voucher releases

Define contract payment terms

Stage voucher releases

Close a voucher contract

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@mdcourts.gov).
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